
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION - ~ -. .. .~ . ~ ~ =  ~~ ~. . .. 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~i.__ - ~- . - 

INSTRUCTIONS: See Publication No. 76-OM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

. 

~.~ . -.-- __--. .--I.- ...-- ~ ..-. _ _  
FOR AGENCY USE 1. Agency Address -I-__ FOR RECORDS MANAGEMENT USE __ 

Telephone Number 

- ~ ~. - _ _  - - .. -~ 
767-0874 

~_____ 

Georgi a Bureau o f  I n v e s t i  ga,ti on 

,1001 I n t e r n a t i o n a l  Blvd.  Su i te .  800 
A t lan ta ,  GA 30354 

L-7-82 I n t e r n a l  A f f a i r s  O f f i c e  
4pplicstien Number 

~ .~ .. 
_7.---T.-L_L--.__-.~ ~ ~~ ~~ 

1. Person to Contact 
I nspec to r  D. C .  Ghormley I n s p e c t o r  

-=_--.----?--, _- -~ ~ ~ . ~~~ - ~~~ ~ ~~~ 
.__-~ - - _  

I. Action,Requested . . 

a. 0 Estabisn Retention Schedule; record wil l  continue to accumvlate. 
b. 
c, ~ d i t a t ~ n  No. Check One: a Change; 0 Supercede; 0 Void -. 

5. Records Series Title lfollowed by title USXI in office; if different) 

0 Dispose of present accumulation; no further accumulation anticipated. 

I. Deter of Series 
Earliest Latest -/- 

--__I___ 

1 Present 1 Inspec t ion  Report  _I. F i l e  - - -- 7- 1- 74 
i. Divisbn and Office Function 
- --- 

What is the function of the Division and the Office in which this record series i s  created? 
i, 

The GBI p rov ides  cr ime p reven t ion  and c r i m i n a l  i n v e s t i g a t i o n  se rv i ces  t o  l o c a l  l aw  enforce-  
ment agencies and t o  t h e  Execut ive Branch o f  Government. The I n t e r n a l  A f f a i r s  o f f i c e  
conducts i nspec t i ons  of a l l  Regional O f f i c e s  and Headquarters Squads t o  i n s u r e  t h a t  a l l  

. Bureau p o l i c i e s  and procedures a re  be ing  c a r r i e d  o u t  and t o  promote e f f i c i e n c y  and economy; 
conducts s e c u r i t y  i n v e s t i g a t i o n s  w i t h i n  t h e  Bureau. 

__~I-__~ _- ~ ~~~ - -- 
'. Remrd Series Dercription Th is  file contains the followlng'docu.mnts (include form numbers and titles, if any/: 

. . Attach sampler of the file. 
' Documents relating to: I n s p e c t i n g  Regional ' o f f i  ces and Headquarters Squads. 

Includedare: Automobile Inspec t i on  Reports (GBI 002 5-74); and r e p o r t s  o f  t he  i nspec t i ons  
o f  Regional o f f i c e s  and Headquarters Squads. 

F i l e  i s  arranged numer i ca l l y  by  Region and a l p h a b e t i c a l l y  by name o f  squad; 
thereunder chronogica l  l y  by date o f  i n s p e c t i  on. 

File is arranged: 

- _-_ ~~ -~ 
I. Monthly Referenm Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twe lve  months old - ~-: Thirteen to twenty.four months old 
wentpfive months and older 7 - 

-. - ___~-~ - - . i---- -~ 
1. Annual R a n  of Ammulation of Rewrds ? 

Letter-sizc drawers : Lagrl-..ize drawers  shelves ---; Other (Zpaify) -~ ~~ . 
.- - 

~~ ~ 

--__I__- 

1-5&71; n n . 7 0  ro-1 
- - ~ ~~- -~ ~ .. ,.. 

, .  ~ . .  . 
= -_  



~- ~ . 

~m~t icna!n. ra ined intt!! series evermub!.ished?_ h w c h  CQPV. 

~ _ _ _  _~I___ = ~ 

- i - n n e ~ ~ ~ L ~ i e ~ ~ ~ i ~ r n D l l r . ,  sdntoutL-  __~.  

ion Raquirernents The following requires the series to be kept: 

-- I_ 

b. Statute of limitation .. '. - . e. Administrative need 
~~ E. Federal law - --years. f. Federal retention instructions -----years. 

~ . . .  . .  

65 Hold in the current files area 
0 Transfer to local holding area: hold ~. --year(s); then 
M Tranrfer to State Records Center; hold L y e a r ( s 1 ;  then 

0 TrenJfer to State Archives for permanent retention. 
0 Other (Specify1 

rnonth(s1 L-- _ _  year(s1; then 

~ . . ~  

These instru&ons apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
(If dirapproved, ma& letter 

. 

__ ~~~~~~ ~ ~~ ~ ~ ~ ~ _ _  



PAGE 
1 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

8.St 9.Exact Series Title 

2 1 7 4  to Present Inspection Report File- 
'*What is the function of the office in which this record s,eries is created? 

Dates of Series 

The G B I  provides crime prevention and criminal investigation services to local law enforcement 
agencies and to the Executive Branch of Government. The Inspections Unit conducts inspections 
of all Rqgional Offices and Headquarters Squads to insure that all Bureau policies and 
procedures are being carried out and to promote efficiency and economy; conducts security 
investigations within the Bureau. 

1. This file contains the following d0cument.s (include form numbers and titles, if any, 
and file arrangement ) . 
Documents relating to: 

Included are: 

Inspecting Regional Offices and Headquarters Squads. 

Automobile Inspection Reports (GBI 002(5/74) ; and reports of the inspections 
of Regional Offices and Headquarters Squads. 

File is arranged: Numerically by Region and alphabetically by name of squad; thereunder 
chronologically by 'date of inspection. 



13. Is t h i s  t he  Record Copy of t he  series? 

14.  Is  there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 

15 .  I s  the information contained i n  t h i s  s e r i e s  ever summarized or published? 
Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c l a s s i f i e d  information requiring secur i ty  handling? 

17.  Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? 
Findings of these repor t s  of ten i n i t i a t e  agency policy and procedure. 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is the  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the  record s e r i e s  provide data a s  input t o  an EDP f i l e ?  

21. Does the  record s e r i e s  contain documentation produced as EDP pr intout?  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- 
s i t i o n  of  these f i l e s ?  

-_ - - ~- _ _  - -- ~ 

23. W i l l  there  be a need f o r  these records 10, 1 5  years from now? Tf yes,  what? [ 1 [ X I  

24 .  REQUIREMENTS. The following requires the f i l e s  to be k e p t  5 years :  

8 .  [ ]STATE b. []STATUTE OF c. [ ]AUDIT , d.  []FEDERAL e .  MADMINISTRATIVE f .  [ IHISTORTCAL 
LAW LIMITATION PERIOD L A W  DECTSION VALUE 

( C i t e  L a ,  S t a t u t e ,  or  o ther  reason f o r  t,he r c t cn t i ,m  r~:.ptirc?mcnt/ 

For Analytical  Purposes. 
2 5 .  AGENCY R E C O ~ N D A T I O N S .  T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut off  a t  the end 

of each -[xlCALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then: 

[ X I  Hold i n  the current f i l e s  area ' . month(s)/ 2 e a r ( s ) :  
[XI Transfer t o  S ta t e  Records Center [ 1 Local Holdin; Area; hold 3 y e a r ( s ) :  
k ]  Destroy. 
[ 1 Transfer t o  S ta t e  Archives for  permanent re tent ion.  
[ 3 Destroy immediately a f t e r  cut-off. ~~ 1 Other: (Specify) ~' -~ ~ ~- . -~ ~ ~~~ 

~~ ~ 
- 

~~ 
__ ~- ~ ~~ ~~~ . . 

(Indicate b r i e f l y  ra t ionah  for  recomendations above/or write additiona1 remarks) : 


